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Changes in USA Staffing

• Applicants can use USAJobs Resume Builder or an uploaded resume

• Must answer eligibility questions, as well as job-specific assessment 
questionnaire

• In addition to a resume, must include required eligibility documents such as:
• Certifications and/or unofficial transcripts

• SF-50, Notification of Personnel Action

• Veteran Documentation (for claiming veteran's preference or VEOA eligibility)

• Disability Documentation (if claiming use of a disability hiring authority) 

• ICTAP/CTAP Documentation [only applies if you have been displaced through a 
Reduction in Force (RIF) action]
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Applying for 
Positions

• Now that NASA is no longer 
using NASA Stars, there are 
changes in the application 
process

• It is recommended you 
watch USAJobs’ resume 
tutorials on either the 
USAJobs Home Page 
https://www.usajobs.gov/Help/how-to/

or YouTube Channel

https://www.usajobs.gov/Help/how-to/
https://www.youtube.com/channel/UCAGtfAdoxif6an9xM6YUIAQ


On this 
screen 
either sign 
in to your 
existing 
USAJobs
account or 
create an 
account to 
apply for a 
position.



National Aeronautics and Space Administration

www.nasa.gov

Describes who is 
eligible to apply for 
position

Click here to apply 
to vacancy

Example of Job 
Announcement in USA 
Jobs



Vacancy Announcement - Required Documents
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• Previously, NASA did not require 

applicants to submit documents with 

their application

• Documents are now required, and vary 

based on the hiring authority used

• Pay special attention to the required  

documents section of the job 

announcement, as not submitting 

documentation may result in you not 

being found qualified for the position for 

which you are applying



On this screen you can 
select existing document(s) 
you have previously 
uploaded or scroll down to 
upload a new document.  
Examples of documents you 
will  be required to submit 
are latest SF-50,  school 
transcripts (if position 
requires a degree).  You may 
upload multiple documents 
to your application.



Once you have uploaded 
your resume and any 
required documents, click 
here.  This will take you to 
the NASA system to 
complete your application. 



Eligibility Questions
Applicants must answer each of these 
questions. 

If you are not sure of your current promotion potential, you can find 
this on the SF-50 that documents placement in your current 
position.  

Note: GS employees 
on a Term (time-
limited) or Excepted 
Service  appointment 
are not career or 
career-conditional. 

If block 34 indicates “1” and block 24 is coded as “1” or “2” on your SF-50, then you are a 
career or career-conditional employee.  You should answer “Yes” to question #4.



Documents to Support Eligibility

The system will remind you to submit certain 

documentation based on your eligibility responses.  You 

will have the opportunity to attach documents later in 

the application process.



Eligibility Questions

You must 
answer each 
of these 
questions. 

These are questions that NASA asks to 
determine your eligibility for the 
position to which you are applying. 



Assessment Questionnaire

• Once you’ve completed the eligibility questions, you will be required to complete an 

assessment questionnaire

• Job-specific questions, based on the competencies identified for the position

• Based on your experience, you will answer “A” through “E” for each assessment 

question



Assessment Questionnaire
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• If you respond “E” for any question (indicating you are an expert), you will be 

required to indicate where in your resume this experience is addressed



Assigning Your Documents
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• After completing the assessment questions, 

you will be taken to the “Documents” tab of 

the application process

• At this point, you will click on the dropdown 

menu and select the documents you 

previously uploaded to your USA Jobs profile

• Select the appropriate document(s) for each 

applicable dropdown

• At the bottom of this screen, you may also 

upload a document that was not uploaded 

previously

**Note: You may upload multiple documents 

to the “Accepted Documents”



Unassigned Documents
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• You will receive a warning 

message if you previously 

selected documents, but did 

not assign them. If you wish 

to assign these documents, 

you may do so at this time.

• If the document is not 

applicable to the job to which 

you are applying, you are not 

required to assign it.



Review and Submit Your Application
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• You will have the chance to review your application, assessment, and documents again

• Click on the acknowledgement box and “Submit Application”

• You have now finished the preliminary application process. You will receive additional email 

correspondence if there are additional steps in the application process

*** You will NOT be notified if you are missing documents***



Retrieving Documents from eOPF

18

1. Open HR Portal at https://hr.nasa.gov/

2. Click on System Launcher

3. Click on eOPF

https://hr.nasa.gov/


Retrieving Documents from eOPF
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• If you have not previously registered your PIV card (your badge), you will need to sign in with your credentials

• If you have forgotten your login and/or password, you will need to request your eOPF Login and/or password

• Once you log in, you will be able to retrieve your latest SF-50, transcripts, etc.



Retrieving Documents from eOPF

20

• To view/retrieve your eOPF documents, click on My eOPF



Retrieving Documents from eOPF
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• The easiest way to obtain your most recent Non-Award SF-50 is to view your documents

• You may have to navigate through several pages depending on how many other 

documents you have



Retrieving Documents from eOPF – “My eOPF Search”
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• The other way to obtain documents is to 

use the “My eOPF Search” function

• Click on the “Form” dropdown menu

• Choose the document(s) you wish to select

• Click “Search”



Retrieving Documents from eOPF
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• You may then View the document

• Once opened, Save the document

• Repeat, as necessary, until you have downloaded 
all documents you wish to upload to your 
USAJobs Account



Useful Links

• How to Apply for Federal Jobs - https://www.youtube.com/watch?v=Gih8-cwTCQU

• Resume Writing - https://www.youtube.com/watch?v=8YX7o1PBoFk

• USAJobs YouTube Channel - https://www.youtube.com/c/usajobs/videos
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https://www.youtube.com/watch?v=Gih8-cwTCQU
https://www.youtube.com/watch?v=8YX7o1PBoFk
https://www.youtube.com/c/usajobs/videos


Questions
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